 disposition. These activities tancludet
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FOR YOUR INFORMATION: .
STAT

1. Agency Regulation HR sets forth six avess of
activity for a continuing Records Administration Pregram {0 coatrol
and improve Agency records from the Hime of thelr sreation to thelr E

a. Reporis analysis, improvement, and ceatrel.

3. Correspondence standards, precedures, and
_impmomcnt.

<. Forms analysis, design, and control.

d. Filing equipmeat and procedures.

e. Racords disposition and preservation.

f. Vital records selection and storage for
emergency use. (

2. Simce 1981 a central Records Staff had majer responsie
bliity to develop the Agency's Records Program., However, e .
summer the DD$ anncunced a change in emphasis which reduced the

size and fanctions of the Central Staff and requires individual offices -
to assume greater activity and records pregram vespoasibilitiss at = -
the local office lavel. e T

/

Records Officer, Office of uwrw
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